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INSTRUCTIONS

- £|. 9 74 front and revarie of this form,;
2. Agency psiication fo. and foruard to Department of Archives and
3430 2 Records Management Officer.

See separate :nﬁruonon. for completion 2f

‘Sign original and twe copies

FOR RECORDS MANAGEMENT DIVISEON USE
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Date Received s _Appltication No.

APR V5

Late Completed

1974 TY-qL MAY 20 1974

History, Attention:

3 IIGEIF! Nvlllcn Subdivigion & Adminietering Office Addreans
.

Department of Education
Office of School Administrative Serv1ces
School Food Services Room 211

156 Trinity “Avenue, Atlanta, Georgia

{7 .ACTTON REQUESTED

X | ESTABLISH DISPOSITION STANDARD,

RECORD WILL CONTINUE TO ACCUMULATE.

Persan ta Cootant
.

fl

Charlotte Tuck e —_ _1H

- . 5 JWorking Titie 6 ,Tel. LI i

30334 , Ldministrative Aide 2457 1

DISPOSE OF PRESENT ACCUMULATION;
NO FURTHER ACCUMULATION ANTICIPATED.

O

.Barliest & Latest

9. Exact Series Title

Dates of Series

Seergttached

10,

What is the function of the office in which this record series is created?

The Office of School Administrative Services supervises allotments and payments
of education funds to local systems under MFPE law and some federal programs.
The Office of School Administrative Services administers standards for schools
and systems, Sheated Services Prolects, the school building, school nutrition

programg and textbook programs, public library services, food dlstribution the
school transportation and surplus property programs.

11.This file contains the following documents (1nclude form numbers and tltles, if any,
and flle arrangement)
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1] [

r_ QUESTIONNAI RE Place an "z §n the proper column. 1If anever 1y "YES,” 'pltlle explaln e YES NO
13. Is this the Record Copy of the series? . (1 [1
1k, Is there a duplication of this series in another office or aéénc&? . ' N A I I
15. Is the 1nformatlon contained in this series ever summarlzed or published? -1 1]

Attach copy of summary or pUbllcatlon o ‘
16. Does the seriés contain classified information: requlring security handllng? BN N
17. Does the series 1n1t1ate, amend or terminate agency pollc1es and procedureséﬁﬁ_fff‘], [ ]
18. Could the functlon be performed if the files were lost or destroyed? [1 [1
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? (1 [ 1
20. Does the record series provide data as input to an EDP file? . 1 [
21. Does the record series contain documentation produced as EDP printout? [ []
22, Has the Federal Government issued instructions governing the retention/dispo- [ ] [ 1

sition of these files?

23, Will® there be 8 need for these'}ecords 10 lj years from now” If ves, what”
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(Cite Law, Statute, or other reason for the retention requirement)

25. AGENCY RECOMMENDATIONS. This agency recommends that the Tile series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR -K]OTHER See attached ,then:

Hold in the current files area . " month(s)/ year(s):

Transfer to [ ] State Records Center [ ] Local Holding Area; hold year(s):
Destroy. '

Transfer to State Archives for permanent retention.

Destroy immediately after cut-off.

Other: (Specify)
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(Indicate briefly rationale for recommendations above/or write additional remarks):
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'74,“4L§CHOOL FOOD PRICE POLICY FILES -

T4 -4 7T

Ty-148

4

Documents relating to the establishment
of policy for the granting of reduced
price or free meals for eligible students,
by local school systems. '

Included are (1) Policy Statement for
Free and Reduced Price Meals, (2) Approval
of Policy for Free and Reduced Price Meals,
(3) Amendment to Free and Reduced Price Meals
Policy.

Files are arranged alphabetically by school
system.

SCHOOL FOOD SERVICE FEDERAL REPORT FILES

Documents relating to the reports required
by the Federal Government on projects relating
to the Child Nutritional Program.

Included are (1) FNS-10 (Monthly Report of
School Food Service Operations and Schools
Without Food Service), (2) FNS-13 (Annual
Statement of Income and Expenditures (National
School Lunch Program), (3) FNS-24 (City School
Feeding Report (Cities with Populations of 100,000
and Over), (4) FNS-28 (Monthly Report of Special
Milk Program), (5) FNS-47° (Annual Report of
School Food Service), (6) FNS-64 (Non-Food Assist-
ance Program Annual Report of Operations), (7)
FNS-87 (Civil Rights Compliance Review (Public
Schools), (8) FNS-87-1 (Civil Rights Compliance
Review (Service Institutions and Non-Profit Private
Schools), (9) FNS-360 (Program Qutlay Report)
and (10) FNS-373 (Letter of Credit/Report (Child
Nutrition Programs),

Files are arranged by the type of report, and

‘thereunder chronologically by date of the report.

SCHOOL FOOD SERVICE TRAINING FILES

Documents relating to the attendance and
performance of school lunchroom personnel (local
Systems) in courses pertaining to the development
of skills necessary for the most efficient and
practical operation of a school lunchroom, and
the related administrative papers for the course.

Included are (1) Form GAP-5 (ATTENDANCE REPORT),
{(2) Form GAP-4 (APPLICATION FOR SCHOOL LUNCH
TRAINING), (3) Form GAP-9 (REQUEST FOR PAYMENT OF
INSTRUCTOR), (4) Form GAP-3
APPROVAL), and (5) GAP-7 (FINANCIAL REPORT OF
TRAINING).

Files are arranged chronclogically by date of
course,

(APPLICATION FOR COURSE

Cutoff at :the’ end of each
fiscal yedr; then, hold in
the current files area for

1 year; then, transfer to
the State Records Center for
3 years; then, destroy.

Cut off at the end of each
fiscal year; then, hold in
the current files area for
1 year; then, transfer to

' State Archives for permanen+

retention:

H

Cut off at the end of each
fiscal year; then, hold in
the current files area for 1
year; then, transfer to the
State Records Center for three
years; then, destroy.



r‘q_‘qq SCHOOL FOOD SERVICE TRAINING CARD FILES
Documents relating to the courses that
School Food Service Personnel (Local
Systems) have completed. .
Included is Form GAP-10 a 5X8 card listing
the courses that a school lunchroom employee .
has completed.
Files are arranged alphabetically by school
system, and thereunder by the employee's name,

SCHOOL FOOD SERVICE PROGRAM REVIEW FILES
Documents relating to the review by School

Food Service Consultants of participating schools
in a School Food Service Program (A review is
required to be made every three years).
Included are (1) Administrative Review,
(2) Lunch Analysis, (3) Section II, Admini-
strative Review: Pricing and Free and Reduced
Price Meal Policy and Practices, (4) Corre-
spondence between the consultant and school
officials concerning the review of the school.
Files are arranged alphabetically by the name
of the school systemad thereunder by the name
of the school.

T4 -15b

SCHOOL FOOD SERVICE PROGRAMS APPLICATION FILES
Documents relating to the application of
Q local school systems to participate in the
Qﬁ School Food Service Programs (School Lunch,
@ School Breakfast, Surplus Commodities, or
?& Special Milk Programs). ‘
\‘ Included are (1) GA. SFS-5(A) Schedule A,
(2) GA. SFS-5(C) School Food Service Program
Agreement, (3) GA. SFS-5 School Food Service
Application.
Files are arranged alphabetically by the
name of the school system.

74 -152 SCHOOL FOOD SERVICE COST COMPUTER PRINTOUT FILES
Documents relating to the monthly summa-
ries of cost incurred by individual schools
participating in either the School Lunch
Program or the Breakfast Program. The
Printout for each month contains the
previous months information, along with
the current month's information.
Included are (1) SL0O30-01 Monthly Print-
out for School Lunch Program (2) SL034-01
| Monthly Printout for Breakfast Program.
| Files are arranged alphabetically by the
\ name of the school system and thereunder by
| the name of the school.

Upon termipation of employment
remove carid from file and place

in inactive file; cut off inactive
file at the end of each fiscal
year; hold in current files area

5 years; then destroy.

Hold in the active file for
three years or until completion
of next review, then, place in
inactive file; cut off inactive
file at end of each fiscal year;
then, hold in CFA for 1 year.
Transfer to Records Center for

‘one year then destroy.

When application, agreement
and/or "Schedule A" is ‘superceded or
obsolete, remove from the active
file and place in the inactive
file; then, cut off the inactive
file at the end of each fiscal
yvear; then, hold in the current
files area for 1 year; then,
transfer to the State Records
Center for 2 years; then,
destroy.

Cut off monthly; hold until
superseded; then, destroy;

with the exception of the

final report for the school

year; cut off at the end of the
fiscal year, then held in the

current files area for 1 year; .
then, transfer to the State

Archives for permanent reten-

tion.
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M -1 53 ITINERARY FILES Cut off at the end of each
Documents relating to the proposed working calendar year, then hold in
schedule of School Food Service Personnel. CFA for 6 months then destroy.
Included is a weekly itinerary showing the
schedule for the employee.
Files are arranged alphabetically by employee
and thereunder chronologically.
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